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RD I nstruction 2048-D
PART 2048 - PCSI TI ON CLASSI FI CATI ON
SUBPART D - PROCESSI NG CLASSI FI CATI ON ACTI ONS

82048. 151 Ceneral :

The nmethod of furnishing classification information to the National
Fi nance Center (NFC) in New Orleans, Louisiana, in no way alters the manner in
whi ch positions are classified or established in the Farners Hone
Admi ni stration (FrmHA).

(a) Cdassification delegates and Enployment Oificers will followthe
policies and procedures of the FmHA position classification program as
outlined in applicable RD Instructions.

(b) After classification action has been taken, Enployment O ficers
will furnish NFC with data involving the (1) establishnent of new
positions, (2) changes to established positions, and (3) abolishment or

repl acenent of positions. Refer to Chapter Il of the MODE Manual for
i nstructions on conpleting input docunents. (Revised 3-22-85, "P" PN
680.)

82048. 152 AD-332, "Position Description," and attachnent for nonstandard
posi tions:

(a) Form AD-332 content. See Appendix N of Chapter Il of the MODE
Manual for instructions on conpleting individual blocks. In addition,
there are attached Exhibits to this subpart which illustrate practices
to be followed in conpleting this form

(1) Exhibit Aillustrates the processing actions required in
Nati onal , Finance, and State Ofices operating with del egated
classification authority. This is also an exanple of a new
posi tion.

(2) Exhibit Billustrates the processing actions required in States
operating w thout del egated classification authority. This is also
an exanple of an in lieu of position.

(b) Position description attachnent. Exhibit Cillustrates the form
and content of the position description attached to Form AD-332. The
description is prepared in the sane nmanner in offices with or without
del egated cl assification authority.

(c) Nunber of copies. The nunber of copies prepared and their
distribution is listed in Exhibit D for offices with and w thout
classification authority.

DI STRIBUTION:. P Per sonnel
Position O assification
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RD I nstruction 2048-D
§2048. 152 (Con.)

(d) Manual signatures. Manual initials (in ink) in block 13 of an
Enpl oyment O ficer or, as appropriate, classification del egate and
manual signatures in block 20 of the i medi ate supervisor (as stated in
the position description under Supervisory Relationships) and bl ock 21
of the State Director or Acting and the Enploynent Oficer will be

recorded (as illustrated in Exhibits A and B) on all copies of Form AD
332.

(e) FEiling. RD Instruction 2048-1 gives the filing instructions for
all classification forns. (Revised 1-14-77, "P" PN 645.)

82048. 153 Form AD-332 master facsimle for standard positions:

Each State Ofice is sent a facsimle of the original master Form AD- 332
on whi ch a standard position has been classified. (See Exhibit E. ) Facsiniles
are maintained on file (See RD Instruction 2048-1) with a printed copy of the
of ficial standard duties description attached. Al so attached to the master
facsimle for each standard job (SJ) used within a State organization is a
listing showi ng the position nunber(s), |ocation(s), and establishnent date(s)
for the one or nore individual standard positions established in the State.
(See Exhibit F.) (Revised 1-4-77, "P" PN 645.)

(a) Standard description application.

(1) A standard position is used when duty assignments will be
identical to standard position description

(2) In those standard positions where the i ncunbent may report to
one of several authorized supervisors, a blank supervisory space is
left at the begi nning of the Supervisory Rel ationships paragraph of
the printed standard description and alternative supervisory titles
are indicated at the bottom of the page.

(i) The Enploynent Oficer sees that the blank space is filled
inwith the title of the appropriate supervisor on all printed
copi es of the description used in connection with the
establ i shment of a standard position.

(i1) Should the supervision originally designated be adjusted
later, all position description records will be revised and the

occupant of the standard position and his supervisor will be
notified of the change by Form RD 212-1, "Change in Position
Description."

(iii) Only supervisory positions designated in the standard
positions will be used; any other supervision requires
classification of a nonstandard position

(b) Mintenance of naster facsimle. As each standard position is
established, certain required information will be maintained on the
SJ master facsimle (See Exhibit E) and attachnent (See Exhibit F).
It is
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§2048. 153 (b) (Con.) RD I nstruction 2048-D

also required to have a certification statenment signed by the i nmedi ate
supervi sor (block 20 of the Form AD-332) for each individual Standard
Job position established. Prepare Form AD-332 as illustrated in Exhibit
G but do not transmt to NFC or the National Ofice. The original Form
AD-332 is filed in the Standard Job Facsimle folders, (prepared and
filed under requirenents of 8§2048.402 of RD Instruction 2084-1, by
position numnber in descending order. ("P' PN 645, 1-14-77.)

82048. 154 Revisions to position descriptions:

Refer to 82048.103 of RD Instruction 2048-C for definitions of types of
classification actions. ("P'" PN 645, 1-14-77.)

(a) New positions.

(1) A new Form AD-332 and position description for nonstandard
position is classified by classification delegate. A new position
nunber is used. (See Exhibits A and B.)

(2) A new standard position is classified in the National Ofice.

A new SJ identification nunber is used. A facsimle of the master
Form AD-332 is rel eased to each State O fice by Change Notice to Job
Speci fication Manual. Mst new, individual standard jobs are
establi shed on Forns AD-350, "Notification of Personnel Action," or
AD- 350A, "Change Action Notice." See Exhibit G for sanple of Form
AD-332 to establish a vacant standard job in the Position Mster,
when necessary.

(3) The incunbent is reassigned to the new position by officia
personnel action and the old position is abolished.

(b) Redescriptions.

(1) See Exhibits Hand I for instructions on conpleting Form AD 332
for nonstandard positions. Use the same position nunber assigned on
the original classified position

(2) The National Ofice will furnish State Ofices with a reprinted
master Form AD- 332 facsinmile for standard positions. It is required
to have the certification statenment (block 20 of the Form AD 332)
signed by the imredi ate supervisor on all redescriptions. You are
aut horized to reproduce the nmaster facsimle, conplete block 3 and
forward to i mredi ate supervisor for signature in block 20. Wen
returned, follow filing procedures as stated in §2048.153 (D).

(3) Each empl oyee and his supervisor will be notified on Form RD
212-1 and they will be furnished a copy of the current description
as revised. (See Exhibit J.)
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RD I nstruction 2048-D
§2048. 154 (b) (Con.)

(c)

(d)

(4) Since none of the basic information on the officia
classification formchanges in a redescription, nothing will be
transmtted to NFC. The "redescription date" does not concern NFC

(5) If mnor changes al so are necessary in the standards of
performance, the revisions will be prepared and transmtted
concurrently with the position description

Anendnent s.

(1) Ofices with del egated classification authority wll
notify the National Ofice of anendnents to nonstandard position
descriptions by forwarding a copy of Form RD 212-1. (See Exhibit
J.) Ofices without classification authority will make the proposed
anmendnments on the position description and then send it to the
National Office for initialing and dating. When the anmendnents have
been approved the position description will be returned. Have the
certification statement (block 20 of Form AD-332) signed by the
i medi ate supervisor on all amendnents. You are authorized to only
conpl ete bl ock 3 of Form AD-332 then forward to the i mediate
supervi sor for signature. Wen returned, attach to the previously
si gned Form AD- 332.

(2) State Ofices will be advised of standard position amendnments
by Job Specification Manual Change Notice. For signature of the
certification statenment by the i medi ate supervisor (block 20 of
Form AD-332) follow procedure for redescriptions in 82048. 154

par agraph (b) (2).

(3) Conformall classification records.
(4) Notify the enpl oyee and his supervisor by Form RD 212-1

(5) Amendnents do not usually affect the payroll or position
masters. |If there is a change such as title or series code which
affects the records, submt the proper input docunent to NFC

Position conversion w thout change in duties.

(1) A set of Forms AD-332 is processed in the sane nanner as for
any new nonstandard position classification action. See Exhibit K
for specific instructions.

(2) The record of the conversion and establishnent of the standard
position is entered on the supplenental attachnment to the State

O fice Form AD-332 nmaster facsinmle for the standard position being
utilized as illustrated by the last colum in Exhibit F.

4



§2048. 154 (d) (Con.) RD I nstruction 2048-D

(e)

(3) Conformall remaining State Office position records. Wen a
nonst andard position description is converted to standard, the
nonst andard position description becones obsolete and is withdrawn
fromthe files and destroyed. Records in the National Ofice wll
be conformed upon recei pt of NFC i nput document.

(4) Submt the proper input docunent to NFC to correct the payrol
and position nmasters. See Exhibit G for sanple Form AD 332
subm ssi on on a vacant standard position

(5) Notify the enployee and his supervisor by Form RD 212-1

Change in class, title, and series code.

(1) Such changes nmay be nmade as an anendnent to a nonstandard
position description. The approval initials of a classification

del egate are not required but the date of the change is shown in the
mar gi n.

(2) The National Ofice releases instructions on such changes to
standard positions by State Job Specifications Manual Change Noti ce.

(3) Conformall classification records.

(4) Submt the proper input docunment to NFC to correct the payroll
and position masters on filled positions. See Exhibits L and M for
sanmpl es of Form AD- 332 submitted on a vacant nonstandard and
standard positions respectively.

(5) Notify the supervisor of the change by routing through himthe
enpl oyee's copy of Form AD- 350A refl ecting the change.

§2048. 155 - 2048.200 (Reserved).

o000

Attachnents: Exhibits A, B, C, D,  E, F, G H I, J, K L, and M
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RD I nstruction 2048-D

Exhi bit C
Farmers Hone Adm ni stration (FnmHA)
Position Description Format and Content Quidelines:
Oficial Title Schedul e - Series Code - G ade

(Functional Title) Posi tion No.

Principal Duties and Responsibilities:
1

2

3

4

and so forth

Notes: Individual duties itens are nunbered.
Show nmost i nportant or grade controlling itens first.
Be clear, concise, specific and avoi d anbi guous termns.
Show esti mat ed percentages of working tine after individual itens
whenever this information is essential to determ nation of grade
| evel of work perfornmed in clerical or "m xed" positions.

Supervi sory Rel ati onshi ps:

Narrative paragraph to include: Type of supervision received;
supervi sion given, if any; and guidelines used.

Know edge, Skill, and Ability Requirenents:
1

2

3

and so forth.

Not es: I ndividual itens are nunbered.
Requi renents are expressed by degree. ("P" PN ???)

(The position description is prepared in an original and four
copies. Position description is typed on front (discontinue
typing on the reverse side) of bond paper. Additional sheets
nmay be needed to conplete the job description

o000
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RD I nstruction 2048-D

Exhi bit D
DI STRI BUTI ON OF FORM AD- 332 " PCSI TI ON DESCRI PTI ON, "
AND PGsSI TI ON DESCRI PTI ON ATTACHVENT
Abbrevi ati ons used in tabular chart:
Att. At t achment NFC Nati onal Finance Center
Aut h. Aut hority NO. National Ofice
c. & cs. Copy and copi es Of. Oficial
d ass. Classified OPF Oficial Personnel Folder
Classif. Classification Oig. Oi gi nal
Descr. Descri ption PE Per sonnel
Distr. Distribute Pos. Position
Enp. Enpl oyee Ret . Ret ai ns
FO Fi nance O fice Ret d. Ret ur ned
Init. Initialed SOoP St andar ds of Perfornmance
SO State O fice
Supvr . Super vi sor
Init., item13 Pos. Descr. &
Form AD- 332 Signed, item?20 & 21 SOP _Att.
FO & SO WTH
CLASSI F. AUTH. :
1 Ret. on file Oig. Yes Yes
2 To NO 1 c. Yes Yes
3 To NFC by 1c. (typed) No
For m AD- 337*
4 Di str. remaining (1) Enp.
3 pos. descr. & (2) Supvr.
SCOP cs. (3) Enp's OPF
SO W THOUT CLASSI F.
AUTH. SERVI CES BY NO
1 Sent to NO Oig. &1 c. Oig. &1 c. Oig. &1 c.
2 Retd. by NOto Oig. (A ass. item Yes
SO for off. file 13 - 1 ¢c.)
3 Sent to NFC 1c. (typed) No
control copy
4 Di str. remaining (1) Enp.
3 pos. descr. & SOP cs. (2) Supvr.

(3) Enp's OPF



*Copy of Form AD-332 only sent to NFC when action applies to a vacant

position. Refer to chapter Il, section J, MODE Manual. Surplus copies of
Form AD- 332 may be destroyed.
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RD I nstruction 2048-D
Exhibit D

Cases requiring special admnistrative cl earance.

a

VWenever a draft of proposed duties statement is submitted with the
menor andum justifying a new kind or |evel of a nonstandard position, the
Form AD- 332 and final position description attachnent are not prepared

until notice of approval is received. Regular distribution is then
appl i cabl e.

The Form AD-332 for a position not within the authority of the
classification del egate of the office (see paragraph 2045.652 (b) (i) of
RD Instruction 2045-N) will be subnmitted in the sanme manner as shown for

State Ofices without classification authority serviced by the Nationa
Ofice.

000



Exh E not autonmated see manual



RD I nstruction 2048-D

Exhibit F
SJ66 ASS|I STANT COUNTY SUPERVI SOR GS-475-9 STANDARD PCSI TI ONS
ESTABLI SHED | N NEBRASKA JURI SDI CTI ONAL AREA AS FOLLOWB
ORI A NALLY

PGCSI TI ON DATE DATE CLASSI FI ED AS

NUVBER LOCATI ON ESTABLI SHED REDESCRI BED NONSTANDARD

NB698 Beatrice 07 17 66 11 05 67

NB757 Al bi on 08 27 67 11 05 67

NB766 Al liance 09 10 67 abolished 10-27-67

Each of the above listed positions is "nonsensitive" unless specifically
desi gnat ed ot herw se.

1
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RD I nstruction 2048-D
Exhibit F

It is inportant that this record on each standard job be kept current. It is
the only record of the establishnent and abolishnent of standard positions.
The list should be posted at the tine the personnel action is processed.

Add the colum "Date Redescribed" and enter date of standard position
"Redescri ption" action whenever such action is taken

Add the colum "Originally O assified as Nonstandard" and record date of
position's original classification as "nonstandard" when position's conversion
to "standard" is recorded in "Date Established" col um.

"S" inserted following the position nunber indicates the position is
"sensitive."

"T" inserted following the position nunmber neans "Tenporary" to identify
positi ons designated as tenporary on basis of authorization nenorandum

Standard positions which have been administratively authorized but are pending
final establishment by Personnel action will be listed in pencil wthout
position nunmber until such time as establishnent is acconplished.

When a position is abolished, the entire listing for the specific standard job
will be lined out inink and the effective date noted. Between the tine a
position is schedul ed for abolishment and actual |y abolished, the position
shoul d be flagged "TBA" (to be abolished).

000
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